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The following regulations govern the general conducts of City & Guilds office related examinations.

Registered centres should read each point carefully before organizing examinations, and provide

this document to enrolled candidates on request. The rules and regulations stated below are subject

to revision.

General regulations

1.1.

1.2.
1.3.
1.4.

1.5.

1.6.
1.7.

1.8.

Candidates should sit their examination according to the date, time and venue as stated on the
Requisition Form and Candidate Result Entry Form submitted by centre.
Candidates should arrive at least 15 minutes before the commencement of examination.
Smoking and eating is not allowed in the examination room and waiting room.
Candidates should present their valid Hong Kong Identity Card, passport or other official
identification immediate before, during or after the examination. Those who fail to do so will not
be allowed to attend or continue.
Candidates should bring their own stationery, dictionary (please refer to next section),
calculator and clock. Invigilator has the authorization to examine and reject the use of such
utilities immediate before, during and after the examination.
For Shorthand examinations, candidates should bring their own shorthand notepaper.
Candidates should switch off their mobile phones, pagers and other alarming devices. Except
those needed for examination, candidates should place all books, notes, manuscripts, papers,
electronic dictionaries, personal digital assistants (PDA), mobile phones, pagers, pencil case
and other belongings below the desks or chairs. Candidates are strongly advised not to bring
with them any valuable item. City & Guilds is not responsible for the loss of any personal
property.
NO ONE is allowed to enter the examination room once the examination of the following
subjects started:

Audio Transcription

Chinese Inputting Speed Test

English for Office Skills

English for Speakers of Other Languages — Young Learners

International English for Speakers of Other Languages

International Spoken English for Speakers of Other Languages

Shorthand Speed



1.9.

1.10.

1.11.

1.12.

1.13.

Spoken English for Speakers of Other Languages — Young Learners
For all other subjects, NO ONE is allowed to enter 30 minutes after the exam started (reading
time exclusive).
For examination with total duration longer than 30 minutes, NO ONE can leave in the first 30
minutes (reading time exclusive).
Only candidates and personnel whose presence is required by the examination, and are
authorized by City & Guilds, should be allowed in the examination room immediate before and
during the examination.
All candidate worked scripts, tape recordings, practical works carried out under examination
conditions are the property of City & Guilds and should not be returned to candidate.
All question papers, stationery and scrap paper provided, whether used or unused, must be

returned to invigilator at the end of examination.

Use of dictionary and calculator

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

No dictionary is allowed in English for Office Skills, International Spoken English for Speakers
of Other Languages, and other International Vocational Qualification (IVQ) examinations.
Only English-English language dictionaries can be used in International English for
Speakers of Other Languages, English for Speakers of Other Languages — Young Learners,
and Spoken English for Speakers of Other Language — Young Learners (during preparation
period only) examinations.

Except the mentioned subjects, both English-English language and bilingual dictionaries
can be used.

Shorthand dictionaries can be used in Shorthand examinations.

Electronic dictionaries, personal digital assistant (PDA) and those tools book are not allowed.
Electronic calculators can be used in all examinations provided that the calculators are
battery-powered, silent in operation, with neither print-out nor graphic/word display facilities.
Invigilator has the authorization to examine and reject the use of dictionaries and calculators

immediate before, during and after the examination.

Modern office application examinations

3.1.

3.2.

3.3.

In the event of machine fault on computer, the affected candidate will be arranged moving to
another machine together with his/her floppy disk (if any). In all circumstances, NO extra time
will be given.

Candidates will be instructed to print their answers at the end of examinations unless early
leaving is allowed by Invigilator.

Only one printout is permitted. Trial printing is not allowed. Further attempts are permitted
only if there is printer fault and approved by Invigilator. This regulation is not applicable on

Desktop Publishing and Computerised Accounts examination in which Invigilator would have



special arrangements.

Examination misconducts

4.1.

4.2.

4.3.

4.4,

4.5,

4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

Candidate providing false identification will be disqualified. Possessing an identity card relating
to another is illegal according to local law. City & Guilds will report to Hong Kong Police Force
for any suspects.

Prior to entering the examination room, candidate who acquires any knowledge from any
sources of the questions or coupled answers might lead to his/her papers cancelled.
Candidate reading, writing or operating computer before the starting announcement or after
the stopping announcement without permission by Invigilator is NOT allowed.

Notes making or typing/commanding on computer during examination reading time (if any) is
NOT allowed.

Introducing unauthorized electronic devices, books, manuscripts, papers of any kind during the
examination is NOT allowed and might lead to his/her papers cancelled.

Without the permission of Invigilator, candidates should not leave their seats during and after
the examination. Candidates who fail to do so might be disqualified.

Examinations are conducted in individual basis. Under this principle, candidate found copying
or attempted copying from the papers of other candidate, communicating with person inside or
outside the examination room in any form without permission, are liable to have their papers
cancelled. If such misconduct involved the assistance from other candidate(s), all involved
ones are liable to be disqualified.

Candidates should conform the regulations stated on this Examination Regulations and those
examination instructions announced and requested by Invigilator. Candidates who fail to do so
might be disqualified.

In cases of misconduct or irregularity, Invigilator is empowered to expel related candidate(s) or
personnel from the examination room, when his/her continuing presence would hinder other
candidates.

In the event of any serious infringement of regulations by candidate, City & Guilds retains the
right to declare the examination and any associated assessment void for all or any of the
candidates concerned without refunding examination fees.

City & Guilds reserve the right to make final judgment on every situation. Nevertheless,
candidates and centres should be aware of their rights to appeal. Appeals against decisions

should be made in writing to City & Guilds as soon as possible.

Notice to centres

5.1.

5.2.

All candidate worked scripts, tape recordings, practical works carried out under examination
conditions are the property of City & Guilds and should not be returned to centre.

Except the Invigilators assigned by City & Guilds, all other personnel (including centre staff,



5.3.

54.

5.5.

5.6.

tutors, Interlocutors, Readers, Recorders, Specialist Teachers etc) are not authorized to
represent City & Guilds. Examination instructions should and only can be announced by the
Invigilators.

Interlocutors, Readers, Recorders or Specialist Teachers who get reach of any or all contents
of the questions or coupled answers should not disclose to others in any form before, during
and after the examination.

Any staff of a centre who wishes to sit an examination should write to City & Guilds, Hong Kong
Office in advance for permission. Failure to do so might result in disqualification or make the
examination void.

In the event of any serious infringement of regulations by centre, City & Guilds retains the right
to declare the concerned examination and any other proceeded examinations void without
refunding any examination fees. Further investigation of any such infringement may lead to
withdrawal of approved centre status.

City & Guilds reserve the right to make final judgment on every situation. Nevertheless,
candidates and centres should be aware of their rights to appeal. Appeals against decisions

should be made in writing to City & Guilds as soon as possible.

Bad weather arrangements

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

All examinations are held as scheduled when typhoon signal number one/three and amber/red
rainstorm signal is hoisted.

If at the scheduled commencement time, typhoon signal number eight/ten or black rainstorm
signal is hoisted, the examination will be automatically postponed. City & Guilds or related
centres will contact affected candidates afterwards for new arrangement.

Examinations scheduled to be commenced two hours after the lowering of typhoon signal
number eight and black rainstorm signal are not affected.

Once an examination has started, it should continue for the full session unless the physical
conditions of the examination venue are considered to be dangerous.

If official observatory made bad weather forecast prior to the examination, centres are advised
to contact City & Guilds as soon as possible for contingent plan.

Please contact City & Guilds as soon as possible if your centre has difficulties in arranging
examinations under our bad weather policy mentioned above. Request is subject to approval

in case-by-case basis. However, arrangements for individual candidates are not accepted.
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1.12.
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4.5,

4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

5.1.
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54.

5.5.

5.6.
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